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Contract Management System 
Viewing an Approved Contract  

 
Follow the steps below to view an approved contract in the Contract Management System (CMS).  
All CMS user roles are able to view an approved contract.  

 

STEP DISPLAY 

1. Log into CMS (choosing any user role). 

2. Select “List” from the main menu 
under the “Contracts” section. 

 
 

 

 

 

 

3. The “Contract 
List” screen will 
display all 
contracts for your 
organization. 
 
Select the 
“Contract #” to 
navigate to the 
“Contract Details” 
screen. 
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4. On the “Contract 
Details” screen, select 
“Documents”.  
 

  

 

 

 

 

 

 

 

5. All documents that are part 
of the official contract 
package are listed on 
the “Documents” 
screen. 
 
a. For electronically 

signed contracts: 
select “View 
Contract”. 

 
b. For paper contracts: 

Locate the “Uploaded 
Documents” section 
and then select your 
uploaded contract from 
the list.  

 
Note:  If you see an extra document listed (other than your uploaded contract), there may 
be additional language that was included in the final contract. Please contact your OCFS 
program manager for assistance. 
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